ADMINISTRATIVE ASSISTANT TO THE
SUPERINTENDENT OF SCHOOLS
CONTRACT OF EMPLOYMENT

In consideration of these agreements, the partjeseaas follows:

EMPLOYMENT: The School Committee to employ Susan M. Ha@ydministrative Assistant
to the SuperintertdefnSchools of the Tyngsborough Public Schools.

A. Work Week/Y ear

40 hours per week, 52 weeks per year.

B. Sick Leave
-15 sick days per year accumulative to 250 days.

-In cases of merit, the Committee, at its disoretmay allow sick leave beyond the limit

set above upon the written recommendation oBilgerintendent of Schools.

-Upon retirement or death, this person or beneficshall be paid at 50% of their daily rate
(salary divided by the number of stated work ddgs)L3% of their accumulated sick

leave at the time of death or retirement. Payn@bttmade in a lump sum upon retirement or to
the beneficiary at the time of his/her death.

C. Compensation
The Administrative Assistant shall be paid an ahsatary; beginning July 1, 2010 a minimum

of $57,067per year to be paid in 26 payments. Annual peaggnincreases to be negotiated
yearly.

D. Health I nsurance
Said person will be entitled to participate in amg all insurance plans (health, life, etc.)
provided by the Town at a contribution rate of 2&fiployee/75% employer.

E. Per sonal Business
Personal leave shall be available in situationglvrequire absence during employment
and/or school hours for the purpose of transaaimaftending to personal or legal business, or
family matters. Personal leave will be grantedrfor more than (3) days per
year. Personal leave will require at least faiyht (48) hours advance notice to the
Superintendent.

The notification time may be waived by the Supterilent in unusual or emergency
circumstances. Use of personal leave shall onigraeted with the approval of the
Superintendent, but approval shall only be witdhelsuch instances that in the judgment

of the Superintendent will severely hamper theost system in its ability to fulfill its

educating function. Personal leave days are ratraalative from year to year. Personal

leave will not be deducted from sick leave and wilt be granted the day before or the day after
a paid holiday or vacation period.



Seriouslliness or Death in the Immediate Family

A maximum of five (5) days per year will be grashfer serious illness or death in the
immediate family. These days, if used, shall retlbducted from sick leave. The
definition of the immediate family for the purgosf this policy shall be as follows:

the immediate family includes father, mother, whasband, children, brothers, sisters,
grandparents, mother and father-in-law, sisterlanther-in-law. If, in the opinion of the
Superintendent, a relationship exists similahtt of the family relationship, this leave
may be granted. These days are not accumulative fear to year.

Vacation

After 1 year of service: 2 weeks
After 5 years of service: 3 weeks
After 10 years of service: 4 weeks
After 20 years of service 5 weeks
Paid Holidays

Said Person will be entitled to the following hialys with pay provided they are present
for the working day before and the working daydaing the holiday:

Thanksgiving Day Patriot’'s Day

Day after Thanksgiving Christmas Day
Independence Day Day after/before Christmas
Labor Day New Year’'s Day

Columbus Day Martin Luther King Day
Veteran's Day Washington’s Birthday

Memorial Day

Floating Holiday

In addition to the above holidays, the employelélve entitled to one floating
holiday per year. Such floating holiday may noulsed to extend existing holidays,
vacation or weekends nor added to other persayalisage.

Jury Duty
Compensation will be provided in accordance whih laws of the County and the

Commonwealth of Massachusetts.

Tuition Reimbur sement
-Total of $1,200 in tuition and required fees ¢oedit courses in each fiscal year (July 1-
June 30).

-All courses must have prior approval of the Suygendent of Schools and must relate to
the requirements of the position of Administratissistant.

-Tuition reimbursement will be made upon the sastid completion of each course.
-If required to enroll in a course, including inrgee courses by the Superintendent or the
School Committee, the full cost of the course shallncurred by the Committee.

Evaluations
A yearly written evaluation will be completed hetSuperintendent of Schools.



Long-Term Disability

A long-term disability income protection plan whlé provided, if said person physically
qualifies, cost to be borne by the School Commitiéhe plan will provide income
protection not to exceed $2,000 per month begmmiith the 181st days of the disability
and continuing to the age of sixty-five (65) years

Lifelnsurance
A $100,000 term life insurance policy will be pided, if the said person physically
qualifies, cost to be borne by the School Committe

Pater nity/M ater nity/Childrearing L eave

-Short-term Maternity L eave

1. Upon receipt of at least two weeks written notit&is/her anticipated date of
departure and intention to return, the School Catesishall grant a leave of
absence for paternity/maternity for up to eighty@eks in accordance with the
provisions of Massachusetts General Laws, Chagt@r 3ection 105D.

2. This leave may be extended by mutual agreementeaetwaid person
and the School Committee in order that said pevgomhas been on
short-term paternity/maternity leave status mayrreat an appropriate
time in consideration of the school system.

Extended Paternity/Maternity L eave

1. Under normal circumstances upon receipt of at Isiadit) weeks written
notice of his/her anticipated date of departureiatehtion to return, the
School Committee may grant an extended long-tererpizy/maternity
child-rearing leave.

IN WITNESS WHEREOF, the parties have signed armdeskthis Agreement on
this the day of iy dlae .

Town of Tyngsborough

By

Darrell J. Lockwood
Superintendent of Schools

Susan M. Harvey
Administrative Assistant



